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To access FAMIS, you need to type your username in the area labeled Username. Use the TAB key or navigate with your mouse
to the field labeled Password. Once you have entered information in both fields, you can proceed by pressing the LOGIN Button
or canceling by pressing the RESET Button with your mouse.
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If you have accessed the MAIN - INDIANA UNIVERSITY OF PENNSYLVANIA building table, you have successfully logged onto FAMIS
Web. For the best view of the FAMIS forms and functions, we recommend that you maximize the browser window.

Facility Information _—
a\ngator

Site Information

Site MAIN - INDIANA UNIVERSITY OF PENNSYLVANIA
Buildings

Flease click on a building.

1024
2 1024 WASHINGTON STR.
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Step 1: Select a Building

Use the scroll bar on the right hand side to navigate through the building listing.
Select the building and click with your left mouse button.

A list of floors associated to the building you selected will be displayed.

Step 2: Select a Floor

Select the floor and click with your left mouse button.
A list of room associated to the floor you selected will be displayed

Facility Information W

Building Information
(No Image available)
ROBERTSHAW MAIN

Site ID MAIN
Building ID ROBERTSHAW

Address 650 SOUTH THIRTEENTH STREET
Contact MARK GELETKA
71747

MAGIUP.EDU

Floors

Please click on a floor.

18T Floor 1ST
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Use the scroll bar on the right hand side to navigate through the room listing.
Select the room and click with your left mouse button.
The room information form will be displayed based on the room you selected.

Facility Information —
a\mjalur

Floor Information

Site MAIN - INDIANA UNIVERSITY OF PENNSYLVANIA
Building ROBERTSHAW - ROBERTSHAW MAIN
Floor 18T
Floors

Please click on a room

1 Room 1

10 Room 10
100H Room 100H
100H2 Room 100H2
100H3 Room 100H3
100H4 Room 100H4
100HS Room 100H5
100HS Room 100H6
100H7 Room 100H7
100% Room 100V
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At the bottom of this page, click on the Service Requests Button.

Facility Information

Navigator

Room Information

Site MAIN - INDIANA UNIVERSITY OF PENNSYLVANIA
Building ROBERTSHAW - ROBERTSHAW MAIN
Floor 18T
Room 14

General Information

Assigned To
Square Fest 202.5 Capacity 0
Status Occupants

Cost Recovery

Categories

Space Sub Category 081 Space Categary XXX
IFtiA Category NA Micro Category  NA
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Click on the Create Service Request Button at the bottom of the screen

FaCIIItyT Ser‘rlces Senrice REGTTER . Billing |

Service Requests

Search

Search | 5| Go| Advanced Search

Results

Request Mumber | Phase | Status | Requestor | Maint Type | Site | Building | Date Entered

Create Service Request
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On this page, PLEASE DO NOT complete any of the Alternate Requestor Info.
If another person should be contacted, please write that information in the Description of Work Space.

Click on the Next Button.

Facility Services

Service Requests TAIITEN

. Ty Ty Ty O
NS NS NS

Confirm Select Enter Enter Rewview

Reguestor Services  Service Reguest  Location

Create Service Request: Confirm Requestor

Requestor

Requestor [ZAPPA, EVELYN

Phone |?2f1—35?-4496 Fager |
Cell Phone | E-mail Iezappa@iup.edu
Department |F,".\(:||_|T‘\;r * il Code I

Alternate Requestor

Namel F'hnnel
Cancel | Nextl



II0J12  Indiana University of Pennsylvania

Use the scroll bar on the right hand side to navigate through the service listing.
Select the service and click with your left mouse button.
If you are unable to find one that is appropriate, go to the bottom and select New Web Request.

Facility Services

Service Requests EYslll

. g fgnY O
S S
Select Enter Enter Review
Services  Service Request  Location

Create Service Request: Select Service

AT NOT WORKING

BALLAST PROBLEM

BLIND BROKEN

BRACKET BROKEN

BREAKER TRIPPED

CARD READER NOT WORKING

COMMODE - URINAL CLOGGED OR OVERFLOWING
COMMODE - URINAL LEAKING

COMMODE - URIMNAL WILL NOT STOP RUNNING
COMMODE WWILL NOT FLUSH

CUT GRASS

DOOR BROKEN

DOOR CLOSER BROKEN

P D WA L AT
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Navigate through the form using your mouse or the Tab key.
When you are finished entering the Title and the Description, click on the Next Button at the bottom.

FaC:llltyT Ser‘rlces Senrice BELITEE Billing |

@ O O
Ay
Enter Enter Review
Service Request  Location

Create Service Request: Enter Service Details

Work Description

Work Title | *

Description of Work*

(To preserve fhe fexf formaffing, please kit "refurn® gffer each Iine. {Limif 1000 chars})

Dates / Times

Earliest Start Date | Latest Completion Date |
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If you picked Building, Floor, and Room Number previously, everything should be filled in. Click Next.

FaCIlltyT SEI'VICES Sewice Requests =iy ’

—O

Enter Review
Location

Create Service Request: Enter Location

Sitel IMNN * Building ||ROBERTSHAW
FI00r||1ST Rnoml |14

Cancel | Eiac:kl Nextl
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Review Page. If everything is correct, click on the Finish Button.

Facility Services

Service Requests T3

Review
Create Service Request: Review
Requestor Infoermation
Requester Mame ZAPPA, EVELYN Requestor Phone ¥24.357 4496
Requestor Dept FACILITY Reguestor Email ezappa@iup.edu
Alt Requester Mare Alt Requestor Phane
Service Description
Earliest Start Date Latest Completion Date

Blackout Dates and Times

Waork Title BROKEN CHAIR
Description Fix chair
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The last page shows your completed request.
At the bottom you may click on the Go Back to Service Requests Button if you desire to put in another request.

Facility Services

Service Requests TSl

Your Facilities Work Request (SR043295) was submitted on 10/24/2003.

Requestor Information

Requester Mame ZAPPA, EVELYN Requestor Phone 724 357 4496
Requestor Dept FACILITY Reguestor Email  ezappai@iup.edu
Alt Reguester Name Alt Requestor Phone
Service Description
Earliest Start Date Latest Completion Date

Blackout Dates and Times

Work Title BROKEN CHAIR
Description Fix chair

Location

Site MAIN Building ROBERTSHAW
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When you would like to find Service Requests that you have placed, you may go directly to the bottom of this page and click on
the Service Requests Button. (It is not necessary to choose a building, floor or room. You may if you desire. It will narrow your
search.)

Facility Information

Navigator

Site Information

Site MAIN - INDIANA UNIVERSITY OF PENNSYLVANIA

Buildings

Please click on a building.

% 1024 WASHINGTON STR.
% 1030 WASHINGTON STR.
ACKERMAN ACKERMAN HALL

QBTT}'(N ADMINISTRATIVE ANNEX
&EDS WYANT

$MS =1 ARMSTG STUDENT UNION




II0J12  Indiana University of Pennsylvania

On this page, click on the Search arrow, choose one of the selections, and click on the Go button.
You may also click on the Advanced Search.

Facility Services

Service Requests =il

iervice Requests

Search

E Advanced Search

My requests last week
My reguests this month
My reguests last month
All my requests

Request equestor | Maint Type | Site | Building | Date Entered

Results

Create Serice Request
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If you clicked on the Go button, this page will be displayed.
You will be able to click on any of the SR numbers and your request will be displayed.

Facility Services

Service Requests TRsi

Service Requests

Search

Search IMy requests this munthj Go| Advanced Search

Results
Request Number | Phase | Status Requestor Maint Type | Site | Building Date Enteret
SR043295 REQUESTED | ZAPPA, EVELYN | NEW WORK | MAIN | ROBERTSHAW | 10/24/2003

Create Service Reguest
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The fields listed on this form allow you to limit their query by any

combination of the following fields:

Request Number

The number assigned to your request (SR999999) If you enter a
request # and execute query, all other criteria will be ignored.
Requestor Name

The name of the person originating the request.

For wildcard searches use % (e.g., %SMITH, and %SMITH% ) Both
ways will return different results.

Funding Type

You will be able to choose any combination or all. If you do not
indicate any, all will be shown. Only those with signature authority
will be able to see the cost information.

Choices of Funding Type:

Customer-funded indicates that the work is paid by accounts
outside of Facilities Operations.

Facilities-funded indicates that the work is paid by Facilities
Operations accounts.

Advanced Search

Request Number

Request Number EI

Criteria

Requestor Mame |
(For wildeard searches use % fe.g, %SMITH))

Funding Type: (Please select at least one.)
¥ Customer-Funded M Facilities-Funded

Status: (Please select at least one.)
¥ Cpen ¥ Closed

Request Type(Please select at least one.)

[ ‘Web Requests ¥ Projects
[ Senice Request ¥ Phis
Location Infarrmation
[Site| An Buiding |[EEERLY
MI— Rooml I
Date Entered: Fraom | Tol
rm/ddiyyry) (e A pyry)
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Status

You will be able to choose any combination or all. If you do not indicate any, all will be shown.

Choices of Status Options:

Waiting Routing Approval: Requests still in approval routing or requests approved but not processed by Facilities.
Open: Requests processed and scheduled by Facilities, but work is not completed.

If you are searching for all work scheduled for a particular time period (this week, next week, etc.),

Please indicate date range in the space provided.

Closed: Work completed and all charges have been billed.

You will be able to choose any combination or all. If you do not indicate any, all will be shown.

Choices of Request Types:

Web Requests: Requests entered via the Web

Non-Web Requests: Requests not entered via the Web

Quick Responses: Requests called into Maintenance Customer Services

Preventive Maintenance: Work planned on regular intervals (e.g., preventive maintenance on building systems; Ground work
Location

Location indicated on your work request by "Site- (MAIN) or Building description" (Robertshaw)
After entering Building Description - click on Search.

Room and Floor information can also be indicated if it was specified on your work request.
Date Entered Date (or date range) the request was inputted into the system

Format is mm/dd/yyyy.

Example: You are searching for a request you entered on August 29, 2003.

You would enter: From: 8/29/2003 to 8/29/2003

Enter the field(s) you wish to Query on, based on the instructions above.
Click on the EXECUTE QUERY button.
The Service Request information will be displayed based on your search conditions.



